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- Introductory coverage of Microsoft Office 2010
application skills

- Concept behind each skill is presented before steps
- Step-by-step instruction — offers hands-on practice

- Screenshot reinforcement for steps provides visual
aspect

- Marginal boxes provide extra insight on the topic at hand

- End-of-lesson review questions, projects, and critical
thinking activities allow users to practice what they have
learned
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Estimated Ti

Each Lesson opens .
_ _ _ _ Understanding Excel
with Objectives, a list Fundamentals ‘

of Vocabulary words,
tiom of-thiE | should be able to:

data files needed to et

complete the lesson i —

= Salect cells and enter data. foater

LESSON 1

- = Edit cell contents. formula bar
and EStI m ated = Manipulate worksheets in the workbook. freeze panes
= Change workbook views. header
= = = Praview and print worksheats. Name box
Completion Time - ot i o
m  Close a workbook. o
salect
sheet
Ce omamuss ) -
To Complate-this-teggon, you will need these data files: spreadsheet software
Step EX 1-1.xksx workbook
Praject EX 1-1.xlsx workbook window
Project EX 1-3 xl=x worksheet
Project EX 1-4 xlsx
Project EX 1-5.xlsx

Activity EX 1-1 xlsx
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Introduction of Concepts
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Each concept
IS introduced
before the
step-by-step
Instructions.

LESSON 1 1 g P F

_IIEJ

=== FIGURE PPT 1-3
Step PPT 1-1
Fresemation

Salactint skt .
s L waull fution
. Scwil o
[ — —c-
| Sl S
i «
Thminaiis «(f == " |
—
| 1 .
e Do ol bution
| +' Fraviois Shoe bation
Snta- ) ¥, Nt Sika Bakion

B. Leave the prentation apen for use in the next Sep by-Slep,

Understanding Slides

A afide 1z u single Image compossd of lexl, graphics, or ofier confent. A presenta-
khm i urually made up OF mey difleras sades Ut e prescoied in et in @ side
v Afler & slide is displayed 5 part of 8 slade shiw, 12 55 emoved Sm Se scren
and ihe nexl side in (he resenialion sppears. Slides OOMENn varsous kinds of oo
fenl, including (exi, ofiels, pactures, clip ar. and chorts, in an assotment of com-
matinns s iryouls. A side’s layont contmis how e wd ofer sbjects i arangsd
o B e For instnce, 5 lyoot mighl dispizy 5 Utle ol the inp, et in o columa oo
he lefl, and & ploiue: with o caplion on the righ.

FuserPoint coalais many bulll- desigs Semes (hal you can chooss Bum o
appiy & 5ot of coordasted Sonls, colors, and beckgrmunds: 1 slides. You will leem
mors i ese in Lesson 1

Mavigating a PowerPoint Presentation

Thers me many diffeonl Ways L0 Move Eromd wilil o prosentation. T Nomzal
wiew, shown in Figune PET 1-3, you o click o thamboail in the Slides 15 (0 sslect
AL mt fisplay ¥ in e SHAE pane. In all bul Slide Show view, you can move fmm
sl o slide by doing any of e Tollosing:

m Click (be Next Slide snd Previous Slide baifons on the vertiosl scmil bar.
B Click e up or dowa soroll buiions on the ver@cal soroll bar.

B D the soenll hox une you see (e aumber s Ltle of the slide you wan dis
playest on o ScreenTip.

Layoam

PPT 8 UNIT W MEcTosoft Powerpaint

®  Press the Page Up or Page Down key.
™ Press the Up mmow of Down o key.

As you move Eheough 3 preseatation, the states bar shows e numeer of the.
Aispiayed sEde and e total aumher of sides i he preseniation.

In 53 Show view, you cn click each slkde £o move through the slides. You can
alsn press Puge Drwn and Puge Up i move Sieough the stides, and press Esc i exil
2 siide shaw.

The Step PPT 3-1 precntation fram Step-by-Step PPT 1.1 shauld be apen

i the Pawer Poind prograrn wirdow.
1. With slide 1 displayed, click the Mext Shide bution (¥ on the vertical
=cmll Bar.
2. Drag the scrall bax down until you see Shide: 4 of § Availzhle Opticns o
a ScrenTi et i the scrofl fur, 2 shown in Figure PRT 14, and then
melesmse the mouse bation.

FIGURE PPT 14 =
Mavigating with .
ScreenTips

A

dvailable Options

+ Linnsa srrssfjset spare hers
+ Look loeally for mvaatzl spoee
+ Bey ar bkl

S0 Drag sl
__| . lo=m scrosnmyps

Soerlp

- ik
3. Frems Page Up twice to mave o slide 2.
4. Ciick the up scroll Butvon ] o move wp to slide 1.
5. Drag the ool ba b the botiom of the vertical scroll bar,
6. Click the shide 1 thumbeail in the Slides tab io displey side 1 in the
Siide pane.
7. Leswe the resentation open for s in the next Step by Shen.

Screenshots, with multiple call-outs, provide a
visual representation of the task the steps will

cover.
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LESSON 1 Understanding Excel Fundamentals _Eﬂi

Using the Go To Command € ©xTRa FOR EXPERTS

Yo can use the Go To dialeg box 1o nevigale & o perticulsr location in the wark- -
sheet. The Go To dialog box is opened by clicking the Go To command an the Find Wou can aba revigate to cells that

Ste _b _Ste £ Select menu in the Editing groap on the Home izh. When you enier the cell ame: mest certain conditions ar contain
y of renpe name in the Reference text box and click OK., the sctive cell moves 1o that specific data. Dlick the Special
specific location. This command is especially helpful when you want io move io Butten in the Go To dialeg bo to
. - part of the wocksheed thal i not visible in the workbook windos. display the Go To Special dilog C reen S Ots
Instructions s e
as Comments, Blanks, or Last cell.

walk students reinforce the step-
i ntrOd u Ced possible and notice the ScreenTip displaying the letter of the lettmost
e see on their

through the Skl” The Stp EX 1-1.xisx workboak from Step-by-Step EX 1.1 should be open In by-step
the Exoel program winoow.
- 1. Press Cirl+Home to move to cell A1 In the worksheet, If necessary.
belng :_ Prezs the down amow L key to miove down one cell, 1o cell B2, InStru'Ctlon’
4. Elttmndrmlmsurdlhnmmemlimlalgcn;llharasrarlghtas ShOWlng StUdentS
column that Is visible on the screen, column C.
5. Inthe Editing growp on the Home tab on the Ribban, click the Find & What they ShOUId
select bution, and ihen click Go To on the meny to gisplay ihe Go To
6. Inthe Reference text box, type A7, s shown in Figure EX 1-5_ and then
Click the OK button to chose the dialog box and move to cell A7,
FIGURE EX 1-5 Screen
Go To dialog bax

7. Press Ciri+End to move to the last cell of the workshest containing data
or formatting, cell F14.
8. Press Home o move o the first cell of the row, cell A14.
9. Click cell D7 to move o ihat cell.
10. Click trie down scroll amow on the vertical scroll bar o move the work-
sheet down one row, S0 row 2 Decomes the top row dEplayed i the
workbook window.,
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ClEto et
a blank documant

Haw taa
sakactad .
=

lguEsa Hot Tip boxes give
Eleaaded| - students tips on how
== R B BB R T to complete a task
.l el associated with the
exercise

Step-by-Step 1.6

1. With Word still running, click the File tab, and then in the navigation I
bar, click the Open command. The Open dialog box sppears. -
2. I neps=ssary, nawigate 1o the drive and folder where your Data Files “ou £ s open 2 fika by doubio-

o g o Warning boxes provide

3. I necessary, doubleclick the Word folder. Double<lick the Word

e —— students with helpful
. Click My To Do Listoer in the list. Click Open, The My Ta DLt d5ct  \einy ol Protected viow

rmenit appears on the soreen. zmmﬁm: information regarding a

5. Leave the document open for the next Step-by Step. 2pan tha dickihe

'm
b

s, situation they might
come across during the
Zooming a Document .
Youcm e he Zoom festure fo magnily md educe your documsnt on e s, b WOCABRULARY eXerCISe

Fpom. Cui huiions on giher end of the Foom shder. Yoo can lso click ihe Zoom l=vel
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1
2
3

PROJECT PPT 1-1

Start PowerPoint and open the presentation Project PPT 1-1
from the folder containing the data files for this lesson

. Save the presentation with the filename Tracking Graduates

XXX {replace XXX with your initials).

. Switch o Slide Show view and advance through the entire

presentation.
Display slide 1 in Normal view.

. Change the presented’s name i yOUr Name.

Display slide 2.

. Inser a new slide with the Title Only layouat.
. Type When does tracking begin? in the titk placeholdec
. Change the layout of the slide to Title and Content.

Type One year after praduation in the content placeholder.

- Switch to Slide Sorter view.
. Move slide 4 to the slide 2 position.
. Dielete slide 2.

Save and close the presentation.

PROJECT PPT 1-3

The Health Challenge XXX presentation from Project PPT 1-2
should be open in the PowerPoint program window.

Save the presentation x5 Health Challenge 2 XYY,
Select slide 4 and wiew it in Notes Page view:
Type the following speaker note in the placeholder:

Discuss the brands and types of equipment that will
be availabde, such as ihe exercise bikes and treadmills.
Remember toask il there are any questions.

Switch to Normal view. In the Outline tsb, on slide 6, click
after the word made in the last bulleted fem and press Enter o
creaie o new blank balleted itlem. Type the following text

Health Challenge commitiee has been created

. In the Shde pane, selact the new bulleted item, and then s

drag-and-drop o move il inlo position as the first balleted flem
on the slide.

Preview the presentation in Backstage view, and then print
handouts & per page (vertical).

. Save and close the presentation.

ON YOUR OWN

If you have 3 SAM 2010 user profile, your Instructor may have assigned an autogradabie verskon of this assignment. If 50, log Into the SAM 2010
Web site at wWw cangage comsamA0 10 to sownload the Instruction and start flies.

PROJECT PPT 1-2

=1

-]

10
I

12

Open the presentation Project PPT 1-2 from the folder con-
taining the data files for this lesson.

. Save the presentation as Health Challenge XXX (replace XXX

with your initgals).

. Onslide |, replace Presenter Nome with your name.

On slide 2. type Improve company image 56 the fourth bal-
leted ilem in the st

. Change the layout of slide 3 1o Title and Content.

Delete slide 4.

. On slide &, in the second bulleted item, delete the words in

wihal areas.

. In the fourth bulleted item, delete the word el and type need.
. Increase the indent for the second and third balleted items to a

second level

Display slide 1.

Switch o Shde Show view and sdvance through the entire
presentation.

Sove the presentation and leave it open for use in the next project.

PROJECT PPT 1-4

1.
£
3
4
5

6.

-]

Oipen the presentation Oifice Space XXX from the folder con-
taining the data files for this lesson.

. Display slide 4.
. Copy the three bulleted ilems on the slide.

Close the file without saving changes.

. Open the presentation Project PPT 1-4 from the folder con-

taining the data files for this lesson.

Save the presentation as (ffice Space Progress YXX (replace
XXX with your initals).

. On slide 2. pasie the copied text stored on the Clipboard into

the content placeholder

. Swiich o Slide Sorier view, and then move slide & to the slide

5 position.

. Move slide 7 to the slide & position.

Use the Slide Show tab io start the presentalion in Slide Show
view from the beginning. Advanoe throagh the entire presentation.

. Save and close the presentation.

ON YOUR OWN
Oipen Oifice Space Progress XXX, Add speaker notes o two
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End-of-Lesson
Projects provide
students with hands-
on practice with the
skills they have
learned in the chapter
within a variety of
scenarios.
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UNIT Il Microsoft Excel

@ TEAMWORK PROJECT

Wilh & pariner. choose 4 b on Be Rishon mnd szview each command al you leamed ahost md how il is wsed. Chooss al lest oo command . . . .
EeSmnmmmmmmememmmemmmemmmem= Critical Thinking
Bl CRITICAL THINKING it

— Activities allow
ey Students to think

al bzasi three fonmulas of fenctions i the worksheel. Formal e worisdee] slimclively. . .

AcvTY EX 2 critically and more
“Fou work for & Incul orgmnbralion thal helps provide relief for vicims of dissisr Use Exoed o cresle @ charfishie mosipt thal can be given o

s who donale money o ofher |iems io belp prevenl, prepane fon, and respond o emerpencizs in yowr arss [nseri ol lesst one (hsmion on

uuuuuu e globally to complete

[l PORTFOLIO CHECKLIST

P — the projects, building

Sales Projections2 XXX.xlsx

Uinil Revies Annual SalexT XXX wlsx

[ critical thinking skills.

Berballl XXX alx

.:;d%l:
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An Instructor Resource CD available with this book
Includes:

. |Instructor’s Manual
— Chapter overviews
— Detalled lecture topics
— Teaching tips
PowerPoint presentations
Solutions to exercises
Student Data Files
Test banks

ExamView test generator and
testbank

Book availabl

“ Office 201C

| EXCEL | ACCESS | POWERPOINT

Pasewark and Pasewark o
Bunin, Evans, Pinard, Romer
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